EPA Official Record

Mail ID: 1b82e47c737543a690eef4431142b661
From: Aoyama, Joyce

To: Erikson, Linda; Alvin Holman; Amy LeFeat; Anthony Williams; Audrey Washington; Barbara Legas; Bella Patheal-
Centenera; Brown, Kevin H.; Candace Smith; Charles Bancroft; Christina Colt; Creagh Brownell; David Carcia; Denise
Ripley; Elinore Lorenzana; Emily Orzech; Gail Livingstone; Hill, Barbara; Hyon-Su Kim; Jana Schneider; Janice
Greenamyer; Jean Alexander; Jeanette Vars; Judith Versey; Kit Brandt; Laurie Kral; Linda Donahue; MarlaJ Smith;
Matthew Magorrian; Melissa Whitaker; Paul Cordero; Pavy, Jonathan; Ramona Castro; Robin Weiss; Sara Bent; Sharon
Buza; Stephanie Kercheval; Steve Bouck; Tom Townsend; Vaupel, Claudia; Veronica Nations; Wendy Wasson

Copy To: Wells, Mike; Kahlo, Meaghan
Delivered Date: 03/31/2014 04:27 PM EDT

Subject: Learn how to organize your electronic files - NARA Webinar - Wed. 4/02/14 @ 11am to noon in 7B

Hello Records Coordinators,

| posted an announcement on the InfoPage about this session. Please share with your Office/Unit and join us for this
session. | attended the one last month and it was very helpful. If anyone needs to attend remotely, please let me
know. Hope to see you there!

The National Archives and Records Administration is putting on a “no-nonsense” webinar on organizing electronic files
on the Shared Drive.

Let's Get Organized! Setting up your Electronic Files

Tune in to this session on getting your electronic files organized. Common sense methods, simple to employ will be
explained in this webinar that covers creating file structures that help you manage your electronic records. File
structures that tie into retention requirements and make everything easier to find.

Reminder: If you have In-House Records Destruction Forms for tomorrow’s shredding, please get them in to me by
COB today. Thanks!

Thank you,

Joyce Aoyama

Regional Records Manager

ASRC Primus Solutions

U.S. EPA-Region 10, CON-078

(206) 553-2595 voice; (206) 553-0714 fax
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